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The External Quality Assurance Visit report

We want to ensure that our centres feel supported and confident when delivering our products.
This guide offers an explanation of each of the main sections of the visit report. The external
quality assurance visit report is the same for all our products.

We want to support you as much as possible to help you achieve Direct Claim Status which is
granted if all regulations and standards are achieved and maintained.

Sections of the report

Section 1 : Centre Details

Section 2 : Previous Action Points

Section 3 : Management Systems & Administrative Arrangements
Section 4 : Resources

Section 5 : Assessment

Section 6 : Internal Quality Assurance

Section 7 : Sampled Learners

Section 8 : Learner Feedback

Section 9 : Action Plan for Centre

Section 10 : Action by External Quality Assurer/ Head Office
Section 11 : Additional Information Sheet

Section 12 : Centre Feedback

The grades used are:

Excellent (no action required)

Meets requirements (recommendation identified)
Discrepancies within tolerance (action required)
Requirements not met (significant action required)
Unsatisfactory (immediate action required)

Not Applicable

Each reference point is assessed and graded by the EQA accordingly considering the provided
evidence and information.

We want our processes to be clear to customers so here you'll find out what is required to
achieve grade 1s and DCS. The criteria within the report sections identify the systems/evidence
that need to be in place to successfully administer the assessment and internal quality
assurance requirements of our products.

If your report has grades other than 1 then section 9 of the report will offer an explanation
followed by either an action point or a recommendation.
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Direct Claim Status (DCS)

As your centre progresses, your reports are likely to require fewer actions. To encourage best
practice, we offer a reward system called Direct Claim Status (DCS).

Please refer to our website for further details on the DCS Criteria.

When you achieve DCS you'll receive confirmation from us. You'll then be able to claim learner
certificates without needing authorisation from your External Quality Assurer (EQA).

DCS is not available for our V Cert qualifications.
Remote External Quality Assurance

A remote EQA can be discusses as an alternative option for your centre and this will be agreed
directly between you and your allocated EQA.

The remote EQA report will cover all the same sections as the visit report and will count towards
DCS.

The Report Sections in Detail

Over the following pages we'll take a look at each section of the report.

You'll find the statements included in the report followed by an explanation below. These
explanations detail what the EQA is looking for and each explanation has an example of

evidence which could be presented to meet the action point or recommendation.

NB: These explanations are not intended to be exhaustive; there is more than one way to
achieve a successful outcome so talk to your EQA about how you can move forward.
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Section 1: Centre and NCFE Contact Details

External Quality Assurance
Monitoring Visit Report

| Section 1: Centre Details and Qur Contact Details

|

Centre Detalls

Owr Contact Detalls

Centre Mumber

e s

Centre Mame:

t

Mame:

Centre Address

Emailt

Head of Centre

Telephone:

Mame:

Business

Email

Mamae:

Account Ma

Telephone:

Email

Product Contact

Mdohiles

Mame:

External li

Email

Mame:

Assurer

Telephone:

Emait

Iiobile:

Product Number:

Product Names:

Artual Visit Diate:

Report amended an

Wisit Duration:

Sexsion:

[

Product Mumber

Product Contact Mame

i

Section 1 of the report holds all important contact details of our staff and EQA.

During the visit you should inform your EQA if there are any staff changes so they can pass this
information to the head office to maintain the relevant contact details on our database.
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Section 2: Previous Action Points

NCFE External Quality Assurance

Monitoring Visit Report

| Section 2: Previous Action Plan

Has the centre carried out the actions agreed with the External Quality Assurer regarding:

Some action

Fully actioned fing

Mo action
taken

Mo action
required

Management Systems and Administrative
Arrangements

Resources (Physical and Staff)

Assessment

Internal Quality Assurance

Feedback to centre

Section 2 of the report is about the previous action plan. If this is your first visit then ‘No action

required’ will be marked in the report column.

On your second visit, this section may form the starting point of discussions with your EQA and it
will be an opportunity for you to present any evidence gathered since the last visit to meet any of

the action points.

For the report to contribute to the DCS criteria there must be no ticks in the ‘No actions taken’ or

‘Actions outstanding’ columns.
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Section 3: Management Systems and Administrative Arrangements

Section 3 is the first graded section of the report aiming at management and administration at
the centre.

Setting up a course file is an opportunity to store all documentation relating to the delivery of our
products. A central filing system will provide easy access to documentation that will be required
for your visit. Your EQA will be able to offer advice on the typical content of a course file should
you need help, and we also have guidance on our website.

External Quality Assurance

Monitoring Visit Report

| Section 3: Management Systems and Administrative Arrangements

For information: Sections 3-6 are to be graded using the &-point scale described below. The staternents identify the
systemns/evidence centres have in place for the delivery, assessment and internal quality assurance of this product. Any actions
identified will be highlighted in Section 9 of the report

1 = Excellent {no action required) 4 = Requirements Mot et (significant action required)
2 = Meets requirements (recommendation identified) 5 = Unsatisfactony (immediate action required)

3 = Discrepancies within tolerance (action required)

& = Mot Applicable

31

The centre’s aims, policies and procedures in relation to the product are
supported by senior management and understood by the assessrment
team

32

There are procedures in place to ensure effective communication systems
between all levels of staff and in all directions (indluding satellites,
placerments and staff who work remaotely)

33

Staff responsibilities, authorities and accountabilities of the assessment
and internal quality assurance team across all assessment sites are dearly
defined, allocated and understood

34

Time is allocated for regular team meetings for all staff involved in the
teaching, assessment and internal quality assurance of the product

35

A staff induction and developrent process is in place for the assessment
and internal quality assurance team

36

There are documented policies including but not limited to appeals,
complaints, health and safety, safeguarding, malpractice and plagiarism,
conflicts of interest and diversity and equality

iy

The centre meets the proposed GLH within the specification (where
appropriate)

38

There are appropriate staff, resources and systems necescarny 1o support
the accumulation and transfer of credits, the recording of exemptions and
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39 | Leamer personal data is collected and held in accondanos with the Data
Prose cticom Legisiation, including the Data P cricwm Act 3

3.10 [ mMarketing and adwerising of the productis)
rrisleading and where applicable. complies

Clear, accurate anmd not
h ousr guidelines

3,11 | The centre has a robust registration and Cermification Process in placs and
registers hearners in a timely fashion to allow for sxternal quality assurance
to take place

312 | Leanner claims for certification are comect and claimns are walid

3.13 | wwhere productis) hawe beean written and developed by the centre. thers is
a robasst process in place to ensure the content is fit for purpose

314 | Learner records and details of achisvements are acowrate, kept wp to date
and securely stored in Bne with cusr regueirements an o wwilll ke e
availabile for external quality assurance wisits and auditing

315 | There is a process in place for withdrawing product and learners Froen s

3.16 | The centre's achiswemmsnts will b= Svaluated and reviewed and weed o
infonm future product develogmental activit w

External Quality Assurance
Monitoring WVisit Report

37T u e ity s of prodoct
‘s stated airms an o policies, leading to

318 | Reques lied with from us or the regulatar for access to
premis o rmmation. earmers an, d staff for the puarposs of
extermal quality assurancs or Sther MoNItoring activities

Statements

3.1 - The centre’'s aims, policies and procedures in relation to the product are supported
by senior management and understood by the assessment team

Explanation

You're being asked to demonstrate that the product is supported by senior managers within your
centre. It's important that senior management fully supports the delivery and they're able to offer
help to those involved in the assessment and IQA of the product.

Senior management should have copies of the current product specification which can be found
on our website.

Evidence to meet this point could include written confirmation of support from senior managers
to run the product and a copy of your curriculum development plans. Other evidence could
include policy documents highlighting who's responsible for management of assessment and
internal quality assurance relating to the product.

3.2 - There are procedures in place to ensure effective communication systems between
all levels of staff and in all directions (including satellites, placements and staff who work
remotely)

Explanation

Staff meetings (face to face or remote), the use of email or telephone calls are all forms of
effective communication systems. If it's difficult to bring staff together because they cover a wide
geographical area, minutes of meetings should be shared and kept for review.

Its good practice to share EQA reports with all Internal Quality Assurers (IQAs) and Assessors
associated with the product. If this doesn’t happen, staff may develop different ways of working
and learners could be disadvantaged through differing levels of assessment.

Evidence to meet this point could include minutes of team meetings, records of emails, feedback
offered by remote staff, and completed course questionnaires covering specific problem areas
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(rather than a ‘blanket’ approach using a general questionnaire). Any changes to course delivery
need to be shared with all involved and recorded as being received.

3.3 - Staff responsibilities, authorities and accountabilities of the assessment and internal
quality assurance team across all assessment sites are clearly defined, allocated and
understood.

Explanation

All staff involved in the internal quality assurance and assessment process must be familiar with
the assessment criteria stated in our product specifications. Staff allocated to the course delivery
should understand their role in the assessment process.

The management role includes acting as the quality assurance link in the assessment process
by making sure that appropriate staff are allocated to the product and that they're sufficiently
competent to assess the course.

Evidence to meet this element could include copies of your staff development policy and
evidence of its implementation. It may also be relevant to show copies of staff CPD records.
Organisational charts are also useful in explaining the various departmental roles.

3.4 - Time is allocated for regular team meetings and standardisations for all staff
involved in the teaching, assessment and internal quality assurance of the product

Explanation

The main aim of team meetings is to promote good practice within your team and to ensure you
have a standardised approach to assessment and internal quality assurance of learners’
evidence which is consistent with the assessment criteria set for each

product. If it’s difficult to hold regular team meetings, evidence should be collected to
demonstrate that standardisation is taking place and relevant information is being shared with all
staff involved with the product.

Evidence to meet this point could include records/minutes of meetings, briefings and/or updates,
schedule of activity for staff involved.

3.5 - A staff induction and development process is in place for the assessment and
internal quality assurance team

Explanation

All staff associated with the product need to be familiar with it and the current product
specification. It's good practice to hold an induction session for all Assessors and IQAs and to
ensure that all staff are given a copy of the product specification so they are familiar with the
units and assessment criteria.

Staff new to assessment could be supported by more experienced staff or by attending an NCFE

Assessor and IQA training event which are held throughout the year. Further details on events
can be found on our website.
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Evidence to meet this point could be an induction schedule or checklist indicating policies and
procedures provided to staff. Remember that the IQA needs to take responsibility for their
Assessors and offer support as and when required.

3.6 - There are documented policies including but not limited to appeals, complaints,
health and safety, safeguarding, malpractice and plagiarism, conflicts of interest and
diversity and equality

Explanation

Your course file should contain copies of all policies and procedures and there should be
evidence to show how this information is given to learners. Policies may be given to learners
during the induction process or provided on website for the learner to read at their convenience.

Evidence to meet this point will be copies of all policies and procedures and details of how and
when these documents are provided to learners.

3.7 - The centre meets the proposed GLH within the specification (where appropriate)
Explanation

The GLH indicated in the product specification is the number of Tutor-led contact hours required
to support learner achievement of a product. The TQT is the GLH plus any additional hours
that a learner will spend working towards the achievement of a product as directed by — but not
under the immediate guidance or supervision of — a Tutor.

Evidence to meet this point could include learner attendance records, schemes of work,
induction records, assessment and QA records.

3.8 - There are appropriate staff, resources and systems necessary to support the
accumulation and transfer of credits, the recording of exemptions and Recognition of
Prior Learning (if applicable)

Explanation

You need to have a tracking system in place to record any Recognition of Prior Learning (RPL),
exemptions and transfer of credits for all learners. This needs to be functional and accurate.

Centres are responsible for deciding whether or not RPL can be accepted for a learner for part of
or a full unit of a product. Centres could verify the learner’s level of competence for the particular
assessment criteria by checking their knowledge — eg via professional discussion — to ensure it's
valid and current. Centres must also keep a record of their decision and evidence of the prior
learning which must be presented to the EQA on the visit. All centre staff need to understand
how to use RPL and its appropriateness for QCF and RQF qualifications.

Evidence to meet this point could include records of learner exemptions, records of learner credit

transfers, records of exemptions, records of RPL claims, robust processes/facilities to validate
claims for exemptions and RPL.
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3.9 - Learner personal data is collected and held in accordance with the Data Protection
Legislation, including the Data Protection Act 1998

Explanation

You need to ensure that any documents you use to record prior learning or transfer of credit
comply with the Data Protection Act 1998. You can find details of the Data Protection Act at
https://www.qgov.uk/data-protection/the-data-protection-act you also need to ensure that learners
are aware of any information you hold about them and how you will use it. Learners must give
their consent to any information being held.

Evidence to support this could include your centre’s data protection policy, and any forms your
learners complete to give their consent to you holding their personal information.

3.10 - Marketing and advertising of the product(s) is clear, accurate and not misleading
and, where applicable, complies with our guidelines

Explanation

The advertising, marketing and promotion of all our products must be adhering to the Branding
guidelines and Stipulations of advertising for Unregulated products. The correct advertising
must be implemented through all sites and materials. Any marketing or advertising materials
that you use to promote the product, including pages on your website, must accurately reflect
the details of the product being offered.

Evidence to support this could include copies of all relevant promotional materials and a
demonstration of any webpages used to advertise the product.

3.11 - The centre has arobust registration and certification process in place and registers
learners in atimely fashion to allow for external quality assurance to take place

Explanation

You need to ensure that you register your learners early enough in the academic session to
allow your EQA to carry out sufficient external quality assurance to ensure the product is being
delivered to the required standard, there are no discrepancies with the assessment criteria, staff
are occupationally competent, and learner work meets the product’s standards.

Evidence to support this could include copies of enrolment records, learner registration details,
progress on the product, and estimated timescale for completion.

3.12 - Learner claims for certification are correct and claims are valid

Explanation

You must ensure that the information you provide when submitting learner claims for certification
are accurate, eg the mandatory and optional units claimed for each learner are correct and valid.

Claims should not be made without an EQA visit unless your centre has Direct Claim Status
(DCS).

Version 1.1 July / 2021 11 Visit ncfe.org.uk  Call 0191 239 8000


https://www.gov.uk/data-protection/the-data-protection-act

NCF

Evidence to support this could include assessment and IQA records, sampling plans, schemes of
work, learner portfolios, achievement records and exams officer records.

3.13 - Where product(s) have been written and developed by the centre, there is a robust
process in place to ensure the content is fit for purpose

Explanation

You should have processes in place to review your product on regular basis to ensure its
validity, relevance, fit for purpose, etc.

Evidence to meet this point could include, evaluation forms, surveys, users charter, customer
service statements. Product review process, development plan, meeting minutes, action plan to
follow up surveys/meetings, dated and signed reviews, dedicated occupationally competent
person to carry out the review of the product.

3.14 - Learner records and details of achievements are accurate, kept up to date and
securely stored in line with our requirements and will be made available for external
guality assurance visits and auditing.

Explanation

Assessors are advised to hold a central record of learner achievement for presentation to the
EQA and centres should store these records securely.

Evidence to meet this point could include learner registration details, learner assessment
records, evidence files or portfolios, security and access arrangements, assessment outcomes.

3.15 - There is a process in place for withdrawing products and learners from us
Explanation

The Centre must ensure that all learners registered on the product are working towards
completion and should have a robust process in place to withdraw any learners who have left
and are no longer continuing in a timely manner.

A Centre must have processes in place to notify us when they are no longer offering a product
S0 our records can be updated. The Centre must ensure that all learners registered with us
have the opportunity to complete the product.

Evidence to meet this point could be a process, plan, etc.

3.16 - The centre’s achievements will be evaluated and reviewed and used to inform future
centre product developmental activity

Explanation

The centre should evaluate the effectiveness of the delivery of the product, to ascertain what
changes and improvements (if any) may be needed for future cohorts.
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Evidence to meet this point could be an internal audit / self-assessment arrangements, record of
findings against the approval criteria, evidence of corrective actions taken.

3.17 - Feedback will be used to evaluate the quality and effectiveness of product provision
against the centre’s stated aims and policies, leading to continuous improvement

Explanation

You should have processes in place to gather and review feedback from relevant sources
(learners, staff, AOs) to ensure that delivery of the product is achieving your aims and policies
and, where it isn’'t, address any issues.

Evidence to meet this point could be evaluation forms/surveys, users charter / customer service
statements.

3.18 - Requests are complied with from us or the regulator for access to premises,
records, information, learners and staff for the purpose of external quality assurance or
other monitoring activities

Explanation

As part of your obligations under your centre agreement with us, you're required to provide us
and the regulator with access to premises, records, information, learners and staff to help us

carry out monitoring activities.

Evidence to meet this point could be data and information management systems, learner
tracking systems, assessment and IQA records.
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Section 4: Resources (Physical and Staff)

External Quality Assurance
Monitoring Visit Report

[ Section 4: Resources (Physical and Staff)

4.1 | The product is adequately staffed

4.2 | Assessors are occupationally competent and knowledgeable

4.3 | Imtemal Quality Assurers are occupationally competent and knowledgeable

4.4 | There is appropriate Continued Professional Development (CPD) provision
for staff involeed in the delivery of the product

45 | Equipment and accommaodation used for the purposes of assessment
comply with the requirements of relevant business legislation and product
requirements

Observations and feedback regarding resources

Statements

4.1 - The product is adequately staffed

Explanation

Centres must have sufficient staff working on the product to enable assessment and internal
quality assurance to take place as highlighted in the product specification. We don’t specify staff
ratio numbers to learners as this is a centre decision. However, it's essential to have at least one

Assessor and one IQA for the product.

It is possible to implement a system where Assessors and IQAs work across products and take
on the different roles required. If in doubt, consult your EQA.

Evidence to meet this point should include copies of staff CVs and CPD together with copies of
relevant certificates

4.2 - Assessors are occupationally competent

Explanation

Occupational competence requirements will vary depending on the product. The details of the
occupational competence requirements for the product can be found in the product specification.
Evidence to meet this point should include copies of staff CVs, certificates and CPD records.

4.3 - Internal Quality Assurers are occupationally competent

Explanation

The IQA must have sufficient skills to carry out internal quality assurance of Assessors’
decisions, sample learner evidence and to ensure consistency and fairness in the assessment
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decisions. An IQA is also responsible for supporting Assessors by offering advice and guidance
and these skills need to be demonstrated to the EQA during a visit.

It's worth remembering that we also offer Assessor and IQA training for centre staff. Details can
be found on our website. You're advised to book early as these training sessions are very
popular.

Evidence to meet this point should include copies of staff CVs, certificates and CPD records,
IQA feedback to Assessor.

4.4 - There is appropriate Continued Professional Development (CPD) provision for staff
involved in the delivery of the product

Explanation

All staff involved with the course should be given access to training to enable them to maintain
and update their skills as required in the product specification.

We don't specify amounts of time to be spent on staff development but any updates affecting the
product should be accommodated as they take place. Staff development can also include
keeping up to date with changes which are government driven and are highlighted on a range of
websites. Sharing of good practice is also recommended.

Evidence to meet this point should include copy of your staff development programme records of
training undertaken such as CPD records.

4.5 - Equipment and accommodation used for the purposes of assessment comply with
the requirements of relevant business legislation and product requirements

Explanation
Relevant physical resources required to run your product can be found in the relevant product
specification. It may also be useful to create a list of standard teaching materials used to deliver

the product.

Evidence to meet this point could include a tour of your centre’s facilities.
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Section 5: Monitoring the Assessment Process

NCFE External Quality Assurance
Meonitoring Visit Report

| Section 5: Assessment ]

51 | The asessment is masty:
1 = at the main site, 2 = af a sateliite centre, 3 = in the workplace, 4 = via
distance learning, 5 = blended leaming

5.2 | Aszessors have full, up-to-date documentation

53 | There & a planned programme of defivery and assessment methods
avallable for the product which meets our guidefines

54 | Information, advice and guidance about centre procedures and practices
are provided to learners and patential leamers

5.5 | Leamers’ development needs are matched agairst the requinements of the
product and an agreed individual assessment plan established

5.6 | Leamers have regular opportunities o review their progress and goals and
o revise their assessment plan accordingly to meet their chosen product

5.7 | Any achiesement for Recognised Prior Learning (RPL) has been recognised
rexordesd and checked fior appropriateness (where applicable)

58 | Aszessment methods used are valid and refiable and allow access to
asessment for learners

5.9 | Assessment including any grading decisions have been applied in
accordance with national standards as cutlined in the specfication

5.10 | Leamers receive regular verbal and written fesdback after assessment

5.11 | Each unit of assessed ewidence & named, signed and dated by the Assessor
and learmer

5.12 | Aszessment records show acourate assessment traciong, progress and
achievement

5.13 | Adequate procedures exist bo ensure secure and safe storage of cument
and completed learner assessment records and examination materials

5.14 | There are suitable arangements to administer exams to ensure
compliance with owr external assessment regulations

Observations and feedback regarding assessment

Statements

5.1 - The assessment is mostly - 1 = at the main site, 2 = at a satellite centre, 3 =in the
workplace, 4 = via distance learning, 5 = blended learning

Explanation

The centre should inform the EQA of all locations where the course is being delivered to ensure
they select a suitable sample of learner evidence. Your EQA will need to see evidence of a
consistent approach to course delivery at all centres involved. They'll pick a sample of registered
learners from a variety of locations where the course is being delivered.

Evidence to meet this point could include details of addresses, staffing and contact details for

reference. It may also be the case that over time the EQA will wish to visit all centres where the
course is delivered.
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5.2 - Assessors have full, up-to-date NCFE documentation

Explanation

The EQA should ensure that all staff involved in the assessment process have the correct
documentation. Copies of relevant publications can be found on our website. This is important to

ensure a standardised approach to course delivery and assessment.

Evidence to meet this point could include records of induction meetings with staff including key
documents for the Assessor and IQA to carry out their role.

5.3 - There is a planned programme of delivery and assessment methods available for the
product which meets our guidelines

Explanation

Our product specification details the requirement for assessment, internal and external quality
assurance for your course. As you'd expect, delivery and assessment of the course must be in
line with our qualification specification and an example of course planning needs to be presented
to your EQA during a visit.

Evidence to meet this point should include a planned programme of delivery such as a scheme
of work, lesson plans, assessment plans and EQA sampling plans etc., details of any specialist
materials used could be highlighted, IQA sampling plans should be available.

5.4 - Information, advice and guidance about the product procedures and practices are
provided to learners and potential learners

Explanation
Information regarding relevant procedures and practices related to the product should be
provided to learners as part of their induction. This information should also be accessible to

learners and additional advice and guidance should be available.

Evidence to meet this point could include learner guidance and induction materials, details of
support services available, appeals procedures, verbal confirmation by learners, if available.

5.5 - Learners’ development needs are matched against the requirements of the product
and an agreed individual assessment plan established

Explanation

Prior to enrolment, all learners should be subject to initial assessment to ascertain additional
educational needs that may be required.

Evidence to meet this point could include learner initial assessment procedures, learner
assessment plans, learner/trainee contracts.

5.6 - Learners have regular opportunities to review their progress and goals and to revise
their assessment plan accordingly to meet their chosen product
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Explanation

Learner’s progress should be checked regularly to ensure they are working at the correct
level/pace etc. Any issues should be addressed to reflect the learner’s individual requirements.

Evidence to meet this point could include learner assessment plan, records of review meetings,
examples of revisions to assessment plans, system to track learners’ progress.

5.7 - Any achievement for Recognised Prior Learning (RPL) has been recognised,
recorded and checked for appropriateness (where applicable)

Explanation

Any RPL needs to be clearly documented in the learner’s portfolio and needs to be recognised
during the internal quality assurance process. The IQA must ensure that the prior learning is
valid, current and authentic. They also need to check the appropriateness and make sure it has
been recorded correctly.

Centres must make it clear to the EQA that a learner’s portfolio contains a record of RPL so they
can include it in their sample.

Evidence to meet this point could include a central tracking document which records any RPL as
well as being clearly referenced in the learner portfolio and internal quality assurance
documentation.

5.8 - Assessment methods used are valid and reliable and allow access to assessment for
learners.

Explanation
The assessment methods used allow the learner to produce evidence that is valid, reliable and
clear and that sufficiently addresses the requirements of the product. Assessment methods

should provide accessibility to learners with specific requirements.

Evidence to meet this point could include assessment plans and learner assessment records,
provision for learners with particular assessment requirements.

5.9 — Assessment including any grading decisions have been applied in accordance with
national standards as outline in the specification

Explanation
It's important that all Assessors base their assessments on the same product specification. If the
product is graded it's important that the Assessors base their decision on the descriptors

outlined in the product specification.

Standardisation meetings will highlight discrepancies in assessment decisions and should be a
regular part of course management.

Version 1.1 July / 2021 18 Visit ncfe.org.uk  Call 0191 239 8000



NCF

Evidence to meet this point could include assessment records and standardisation meeting
minutes and may also be demonstrated during conversations with the assessment team.

5.10 - Learners receive regular verbal and written feedback after assessment
Explanation

The EQA will need to see that assessment has taken place. Even a simple tick can show the
work has at least been read. If no annotations are made then generally the summative feedback
should be more detailed.

Positive and constructive feedback should be given to each learner as the course progresses. It
should contain enough detail to allow a learner to formulate a response. It is good practice to
give the learner both verbal and written feedback.

Assessors should check with learners that they're happy to receive written feedback directly on
their evidence and, if not, a separate feedback sheet could be used. A sample is available for
download from our website or from your EQA.

Evidence to meet this point will be demonstrated to the EQA by copies of feedback sheets and
assessment records.

5.11 - Each unit of assessed evidence is named, signed and dated by the Assessor and
learner

Explanation

All assessment decisions should be signed and dated when work has been assessed. This
shows a clear audit trail of progression and avoids end-loaded assessment.

The Assessors should agree dates with their IQA for when the different types of assessment will
take place. This will show that course planning has been integrated into the delivery.

It's also good practice for Assessors to include constructive, written feedback to the learner
throughout the course to aid the learning process and provide support to the learners.

Assessors are responsible for ensuring each learner’s evidence meets the rules of currency,
validity, reliability, authenticity and sufficiency. This is part of the quality assurance expected
within a centre. Learners can confirm authenticity by signing and dating their evidence. This also
shows that the assessment process has taken place throughout the course and not just at the
end which is not considered good practice.

Evidence to meet this point will be demonstrated to the EQA by copies of feedback sheets and
assessment records

5.12 - Assessment records show accurate assessment tracking, progress and
achievement

Explanation
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A system for tracking learner completion dates should be in place and kept up to date. This
could be a spreadsheet recording all Assessors and learners on your course.

Learners should be encouraged to take ownership of their evidence and its presentation in a
portfolio. Assessors are advised to keep an assessment completion record including brief details
of the type of evidence produced by each learner against each unit.

Evidence to meet this point could include demonstration of assessment tracking
system/spreadsheet, learner’'s Evidence Tracking Logs, assessment completion records.

5.13 - Adequate procedures exist to ensure secure and safe storage of current and
completed learner assessment records and examination materials

Explanation

Assessors are advised to hold a central record of learner achievement for presentation to the
EQA. Centres should provide secure storage facilities for these records. Our publication
Regulations for the Conduct of External Assessment should be made available to all staff
involved in the external assessment of the product. This document is available from our website.

Evidence to meet this point could include demonstration of storage arrangements to your EQA.

5.14 - There are suitable arrangements to administer exams to ensure compliance with our
external assessment regulations

Explanation

You should have documented procedures to ensure all external assessments are carried out in
adherence to our publication Regulations for the Conduct of External Assessment.

This document can be downloaded from our website and should be made available to all staff
involved in the external assessment of the product.

Evidence to meet this point could include your documented external assessment procedures or
demonstration of the procedures to the EQA.
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External Quality Assurance

Monitoring Visit Report

| Section 6: Internal Quality Assurance

| Internal Guality Assurer: | |
2 ] 4 5 [
£1 | The Internal Cuality Assurers are mosthy:
1 = based at the mamn site, 2 = based at a satellite centre, 1 =
freelancehome based.

6.2 | An appropriate |OA strategy and sampling plan is in place which is
reviewed regulaly and corrective measures implemented

£.3 | Suitable arrangements are in place to ensure adequate aEon, consistency
and standardisation takes place aomss all sites induding anmy sateliite
centres

E4 | Allocation of Assessor responsibilities are dear and meet the needs of
learners and Assessors

6.5 | Aszessors have been provided with acourate advice and suppart to enable
them to identify and meet their training and development needs

E.6 | Aszessors have been assisted with arrangements for leamers with special
asessment requirements where applicable)

£7 | Aszessors have been assisted in resolving disputes and appeals (where
applicable]

E8 | Aszessors are provided with clear and constructeee feedback on the use of
different types of assessment methods, judgement of evidence and
asessment decsions

£9 | Assessment is imbemnally quality assuned, and each unit of intemally quality
asured evidence is named, signed and dated by the Internal Quality
Aszurer

£.10 | Sample dates are consistent with dates in the 104 sampling plans

£.11 | Up to date records of imtemal quality assurance and feedback to fssessors
have been maintained

£.12 | Adequate time has been allocated to casry outt intemal guality assurance
duties

Observations and feedback regarding internal guality assurance

Statements

6.1 - The Internal Quality Assurers are mostly - 1 = based at the main, 2 = based at a
satellite centre, 3 = freelance/home based

Explanation

The centre should inform the EQA of all locations where the product is being delivered to ensure
they select a suitable sample of learner evidence. Your EQA will need to see evidence of a
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consistent approach to course delivery and assessment at all centres involved. They'll pick a
sample of registered learners from a variety of locations where the product is being delivered.

Evidence to meet this point could include details of addresses, staffing and contact details for
reference. It will also be the case that over time the EQA will want to visit all centres where the
product is being delivered.

6.2 - An appropriate IQA strategy and sampling plan is in place which is reviewed
regularly and corrective measures implemented

Explanation

You should have a documented IQA strategy and sampling plan in place. This should be
regularly reviewed to ensure it is effectively supporting the assessment process and, where it
isn’t, amended accordingly.

Evidence to meet this point could include IQA plans and reports, a sampling strategy and
schedule of activity, records/minutes of assessment team meetings, internal reviews of sampling
strategies, evidence of corrective actions taken.

6.3- Suitable arrangements have been made to ensure adequate liaison, consistency and
standardisation takes place across all sites including any satellite centres

Explanation

It's essential that all staff have the chance to meet to discuss information related to the course.
Standardisation meetings are really important and should take place throughout the year.

The purpose of standardisation is to maintain consistency in the assessment practice and this
can be achieved through sharing of learner evidence, exchanging teaching practices and
agreement on assessment practices to be used.

Evidence to meet this point could include meeting agendas, minutes and records of attendance.

6.4 - Allocation of Assessor responsibilities is clear and meets the needs of learners and
Assessors

Explanation

Centres must show that all Assessors and IQAs fully understand their roles and requirements of
the course.

Evidence to meet this point could include organisational chart, records of all assessment sites
and personnel, CVs of the assessment team, copies of job descriptions.

6.5 - Assessors have been provided with accurate advice and support to enable them to
identify and meet their training and development needs

Explanation
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IQAs must support the Assessor as this forms part of the centre quality assurance process. The
IQA’s feedback should help the Assessor identify any areas of improvement in their assessment
practice. We offer Assessor and IQA Training so visit our website for more information.

Evidence to meet this point could include records of standardisation meetings and IQA feedback
to Assessars. A sample feedback record to Assessors is available to download from our website.

6.6 - Assessors have been assisted with arrangements for learners with special
assessment requirements (where applicable)

Explanation

Learners with special needs may benefit from extra tuition. A basic skills test will help to ensure
learners are registered on the correct level of their course. 1QAs should provide support to
Assessors to ensure that assessment methods are appropriate to each learner’s specific
requirements.

Evidence to meet this point could include details of the curriculum offered and the support
programme as well as records of initial assessments.

6.7 - Assessors have been assisted in resolving disputes and appeals (where applicable)
Explanation

The centre should have a documented appeals policy, outlining the steps that will be taken if
learners dispute any assessment decisions. Assessors should be provided with support from
IQAs in the event of any disputes. See the guidance document Appeals and Enquiries about
Results for assistance.

Evidence to meet this point would include internal records of any disputes, centre appeals policy.

6.8 - Assessors are provided with clear and constructive feedback on the use of different
types of assessment methods, judgement of evidence and assessment decisions

Explanation
The IQA should identify good practice and share it with Assessors to ensure consistency in
assessment. The IQA must provide support and feedback to Assessors as part of the centre’s

quality control process.

Evidence to meet this point would include records of standardisation meetings and IQA feedback
to Assessors.

6.9 - Assessment is internally quality assured, and each unit of internally quality assured
evidence is named, signed and dated by the Internal Quality Assurer

Explanation

The EQA will need to see evidence that assessment has been internally quality assured. The
IQA should review assessment decisions and feedback to learners and provide feedback to the
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Assessor. This feedback should be documented, signed and dated by both the Assessor and
IQA. Dates should correspond to the IQA sampling plan.

Evidence to meet this point would include records of feedback given by the IQA to the
Assessors. It should be clear which comments are the Assessor’s, so signatures and dates are
essential. You can get example tracking documents from our website.

6.10- Sample dates are consistent with dates in the IQA sampling plans

Explanation

This point relates to the centre sampling plan, ie has the actual sampling followed the plan and
been named, signed and dated. A matrix tracking system needs to be introduced to allow for the
recording of planned and actual activities relating to the IQA process. An example of a sampling
plan may be downloaded from our website.

Evidence to meet this point would include a spreadsheet which is held in the course file.

6.11 - Up to date records of internal quality assurance and feedback to Assessors have
been maintained

Explanation

Records of internal quality assurance activity will be maintained in line with our requirements and
will be made available for the purposes of external quality assurance.

Evidence to meet this point could include internal quality assurance plans and sampling records,
minutes of assessment team meetings.

6.12 - Adequate time has been allocated to carry out internal quality assurance duties
Explanation

The IQA process must be carried out throughout the delivery and not at the end only. Wedon't
state an amount of time to be spent on this; however, the EQA will need to see evidence of the

process.

Evidence to meet this point could include IQA records.
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Section 7: Sampled Learners

NCFE External Quality Assurance
Monitoring Visit Report

| Section 7: Learners Sampled

[ BatchMa. | e | Status | Learner | | laa | Units

| Refiability of Aszessment |

This section will be populated with learners from the sample list. Your EQA will choose the
sample and let you know the learner names before the visit.

EQA will choose the sample based on the number of learners, Assessors and IQAs registered

on the product as well as the factors such as delivery locations, methods of assessment,
experience of Assessors and IQAs, status of the learners, etc.

Section 8: Learner Feedback

NCFE External Quality Assurance
Monitoring Visit Report

[ Section 8: Learner Feedback |

[ Product Mumber and Mame- | |

|Hmmh-_:|mhlln:pd.1ml:lp-'tufﬂ1lvhlﬂ I ]

Purpocse - Has the product achieved its purposs for all learners intenyicwed?

Content — What did the learners interviewed think abowt the content of the prodwct?

Support - Bid all lkearners interviewsd receive a reasonable and appropriate level of support?

Walidity of Assessment - Were the learners able to provide evidence of knowledge and understanding to justify the
outcome of assessments?

The EQA will want to speak to some of your learners at some point during the visit. This section
will be used to record these discussions and all feedback will be part of the product evaluation
and help our Development team to ensure the product is meeting its intended purpose.

Additional detail regarding the areas that will be discussed with your learners can be found in
Appendix 1.
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Section 9: Action Plan for Centre

NCFE External Quality Assurance
Monitoring Visit Report

[ Section 9: Action Plan for Centre |

Management Systems and Administrative Arrangements

Resources (Physical and Staff)

Internal Quality Assurance

[ Action plan discissed and agreed with the centre? | vES  ho |

This section will be populated from sections 3, 4, 5 and 6 for any statements graded a 2, 3, 4 or
5. If you receive one of these grades you'll receive an action point or a recommendation which
will explain exactly what you need to do and will have an owner and a timescale.
Recommendation is optional suggestions, however, an action is mandatory.

Your EQA should explain what will appear in this section before they leave the centre. Please
ask about any areas you're unsure of during the EQA visit or audit and when you receive your
report. Remember that the EQA is there to offer help and guidance throughout the whole
process which includes support between visits.
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Section 10: Action by External Quality Assurer/NCFE Head Office

NCFE External Quality Assurance
Monitoring Visit Report

| Section 10: External Quality Assurer/Head Office |

Extemal Cluality fssorer

Hesd Crifice

Do you recomemend continued approval for this product? YES S WO
Do you recomemend continued approval for the cemtre? YES S WO

This area of the report is designed to pass information such as support required by another team
eg Business Development or Customer Support on to our head office.

It also records whether you may continue to deliver the product and continue to be our approved
centre.

Section 11: Additional Information Sheet

NCFE External Quality Assurance
Monitoring Visit Report

[ section 11: Additional Information Sheet |

additional comments thie wisit

This section will be used by your EQA to record any other information which doesn't fall under
the previous sections of the report. This could include examples of good practice being
demonstrated and any other comments in relation to the visit.
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Section 12: Centre Feedback

External Quality Assurance

Monitoring Visit Report

[ Section 12: Centre Feedback |

‘e really valwe centre feedback and this i a great opportunity fior you to tell us what you think of the product. Al feedbaci wi
infanm the product evaluation and help our Product Development team enswre the product is meeting its intended purpose.

| Produsct Number and Mame: | |

Do you think the product meets its intended purpose? If so, what 2 specific features did you like most about the
product and if no, what presvented it from meeting its intended purpose?

Do you think the product meets the needs of you and your leamer? Please explain how.

Do you agree that the number of hours we have assigned to Guided Learming and Total Qualification Time for this
ang If BX reason.

‘What are the typical progression routes for your learners after studying the product? Please be as specific as possible,
including if the | progress within the same subject area or different, progress to further study or employ

What are about the content and assessment of this

Do you intend to keep unning this product? Please state your reasons for and against.

Is there we could do to make the better? If so

During the visit your EQA will give you the opportunity to provide feedback on the product. This
section will be used to record this information which will be passed on to our Product
Development team to ensure the product is meeting its intended purpose.
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Appendix 1 — Learner Feedback — Additional Detail

Purpose — Has the product achieved its purpose for all learners interviewed?

By exploring this with learners, this helps to ensure we’re meeting our obligations under Ofqual
regulation E1.1; An awarding organisation must ensure that each qualification which it makes
available or proposes to make available (a) has a clear objective in accordance with this condition,
and (b) meets that objective.

Content — What did the learners interviewed think about the content of the product?
Exploring this with learners will allow us to obtain vital feedback to ensure that the content of our
product is appropriate and fit for purpose. This contributes to our adherence to Ofqual regulations
D1.1 (An awarding organisation must ensure that each qualification which it makes available is fit
for purpose), D3.1 (An awarding organisation must keep under review, and must enhance where
necessary, its approach to the development, delivery and award of qualifications, so as to assure
itself that its approach remains at all times appropriate) and E9.4 (An awarding organisation must
keep under review each level which it has assigned to a qualification or a Component of a
gualification).

Support — Did all learners interviewed receive a reasonable and appropriate level of
support?

In recognition of our duty of care to any learners registered with us, we need to ensure that those
learners are receiving an appropriate level of support from our centres and that centres are
adhering to section 9 of the centre agreement and maintaining sufficient resource to support their
learners effectively. We also need to ensure that any materials that we provide or endorse are
supporting learners in achievement of the requirements of the qualification.

Validity of Assessment —Were the learners able to provide evidence of knowledge and
understanding to justify the outcome of assessments?

Exploring this area allows us to establish whether or not the assessment of the product is valid, ie
on successful completion of the assessment, the learner can demonstrate the level of
knowledge/understanding that the assessment was supposed to be assessing. If not, this raises
guestions over the validity of the assessment method. Furthermore, and in line with condition of
recognition A8.1, exploring this area provides an opportunity to identify, and prevent, the
occurrence of any malpractice or maladministration at the centre.
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